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Getting Started with Outlook

How to open Outlook 2003
On the Windows taskbar, click Start -> All Programs -> Microsoft Office -> Microsoft Outlook 2003

Identifying the components of the Outlook environment:
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Mail
Composing Messages

How to compose and send a message
e On the Standard Toolbar, click New -> Mail Message to display the New Message dialog box.
e Click the 7o button to display the Select Names dialog box.
e In the Show Names from the: drop down list, select the Address Book you wish to search in.
e Inthe Type Name or Select from List: text box, type the last name of the recipient and click on
70, Cc, or Bcceto select the name. Click OKto return to the New Message dialog box.

Click in the Subject field and enter the subject of your choice.

Press Tab to move to the message body text box and enter your message.
e On the Standard Toolbar, click Send to send the message.
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How to format a message

To format a message, select the text that you want to emphasize. To select all the message text, press
Ctrl + A or choose Edit-> Select All.

On the Standard Toolbar, click the appropriate button.

The following is just an example of some of the options:

cwmswars - b0 Change fonk sbde  w . ko change font size
=l tobold fork ko ffadoie fonk
all ko underline font ®  toalign left
=] ko center = ko align right
m| b0 jushfy AR tochange font color

How to check the spelling and grammar in a message
To check the spelling and grammar of a message before you send it, choose Tools -> Spelling and
Grammar, or press F7.

Correct any words that Outlook does not recognize by clicking:

Ignore Once to skip the current occurrence of the word.

Ignore All to skip all occurrences of the word.

Add to Dictionary to keep the word unchanged and add the word to the user dictionary.
Change after you change the spelling of the word by either entering a different spelling or
selecting a word from the Suggestion list.

e Change All to change the spelling of all instances of the same word.

Click OKto close the message box.

How to attach a file to a message

While in a new mail message, on the £-mail Toolbar, click the Insert File buttor Ul ~. once the Insert
File dialog box is displayed, select the file you want to attach and:
e Double-click the file to attach it.
Or
e Click Insertto attach it.

NOTE: The recipient must have the same or similar application in which the attachment was created in
order to open it.

NOTE: If the size of your attachment is large, it will take up a lot of space and may delay the opening of
the attachment of the item to which it is attached.

How to open a message
In the Inbox, you can either double-click the message you want to open or select the message you want
to open and press Enter.

Message symbols: Each message in your nbox displays with one or more message symbols next to it.
The symbols represent the type or status of the message:

& replied message

& Forwarded message

Message has an atkachn ent
Message is Flagged For Follow-up

High importance message

Low i porkance message

& read message

An unread message

Message is Flagged as com pleke

{\LL(_L""‘
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How to reply to a message
To reply to a message, you can either open it and click on Rep/y or you can simply highlight the message
and click Reply on the Standard Toolbar.

e In the message text box, enter the text of the message.
e Click Sendto send the message.

Reply options
e Use the Reply option to send a response to the sender of the message.
e Use the Reply To All option to send a response to the sender and copies of the response to
anyone who received the original message.
e Use the Forward option to forward a copy of the message to someone who did not receive the
original message.

How to forward a message
e Open the message you want to forward.
e On the Standard Toolbar, click the Forward button. A new Message is displayed.
e Address the message to the appropriate recipient, type a message, if desired, and click Send.
e Close the original message.

How to recall a message
e Display the contents of the Sent Items folder
e Open the message you want to recall
e Choose Actions -> Recall This Message
e In the Recall This Message dialog box, verify that “Delete Unread Copies of This Message” is
selected
e Click OK

NOTE: You cannot recall or take back a sent message if:

The recipient has opened it.

It has been moved from the nbox.

The recipient is not logged into Outlook.

The recipient is outside of our Exchange System.

Managing Mail

How to open and save an attachment
e To open an attachment:
o Open the message that contains the attachment you want to open.
o On the Attachments line of the Message form, double-click the name of the attachment.

e To save an attachment:
o If necessary, open the message that contains the attachment you want to save
Choose File -> Save Attachments to display the Save Attachment dialog box.
If necessary, navigate to the folder location of your choice.
In the File Name text box, enter a name for the attachment.
Click Save
Close the message.

O O O O O



How to print a message

e To print an open message, choose File -> Printto display the Print dialog box.

NOTE: You do not have to open the message to print it. Simply select the message in the Inbox and, on

the Standard Toolbar, click Print,

How to delete a message

¢ With the message selected or opened that you want to delete, click

the Delete button.

How to recover a deleted message

e On the Standard Toolbar, click Tools -> Recover Deleted Items... to
display the New Message dialog box On the Standard Toolbar From

the Deleted Items Folder

o Drag it from the Deleted Items folder to any other folder or
choose edit from the menu bar and choose Undo Delete.
NOTE: This option only works immediately after deleting a message.
e To recover a permanently deleted message

How to flag a message

e Right-click on the message you want to flag and choose Follow Up ->
Add Reminder to display the Flag For Follow Up dialog box.

NOTE: In an open message, you can click the Follow Up button on the

Standard Toolbar.

e Click the Due By drop-down arrow. A pop-up calendar is displayed.
e Select the date on which you need to follow up.

e Click OK

NOTE: When a flagged message is due for follow-up, the text in the message

header will change from black to red.

How to mark a message Unread

Tools

fctions  Help
Send/Receive »
Find 2
Address Book,.,  Ctrl4+Shift+E

Qrganize
Rules and alerts, .,

Ouk of Cffice Assistant, ..

Mailbox Cleanup...

Empty "Deleted Ikems" Folder

Recover Deleted Items. ..

T DYMO Labelwriter

Forms F
Macra F
Speech

E-rmail Accounks, ..
Customize. ..

Optians...

e In the Inbox, either select or open the message you want to mark as unread.

e Choose Edit-> Mark as Unread.

How to create a folder

e On the Menu bar, click File -> New ->
Folder, to display the Create New Folder
dialog box.

e Enter a name for your folder.

e Select the location where you want to
create the folder.

e Click OK.

How to delete a folder

Inbox - Microsoft Outlook

! Fle | Bt YWiew Go  Tools  Ackions  Help

e

]

Qpen

k

2 Mail Message kel
% Postin This Folder  Ctrl+Shift+5

i Close All Tkems

e In the A/l Mail Folders pane, select the folder you want to delete.

e On the Standard Toolbar, click the Delete button .
e In the message box, click Yesto confirm the deletion of the folder.

[y Folder... CtriH+-Shift+E



How to move messages to a folder
e Select the message you want to move.

e On the Standard Toolbar, click the Move to Folder button‘4.
e Select the folder to which you want to move the message.

How to copy messages to a folder
e Select the message you want to copy.
e Choose Edit-> Copy.
e Select the folder to which you want to copy the message.
e Choose Ediit-> Paste.



Calendar

Overview of the Outlook Calendar

The Outlook Calendar consists of two main components:
e Appointment Section
¢ Date Navigator
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Ao pointmn ent Reserve atime slok once for a designated purpose
Recurring Appoinkment Reserve atime slok more than once For a designated purpose
Ewent Reserve a specific day or group of days for a designated
pUrpose
Meeting Requesk Reserve atime slob once for a designated purpose involving

ather participants
Recurring Meeting Requests  Reserve a time slok more than once For a designated purpose
involving other participants

Cafendar Views

Diaw & detailed schedule For one day, divided in hourly tim e sloks

Wiark Week, The five work davs (Manday thraugh Friday) divided in hourly
kime sloks

Wreek, The entire week (Sunday through Saturday) where each day
iz represented by a box with no tirm e slaks

flonth An entire month with no time slots
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(33 This is a recurring appoinkm ent,
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How to print the Calendar
o With the Galendar open, on
the Standard Toolbar, click

the Print button to display

Pricb

the Print dialog box Home:  |Wh DALADIOHLAH_L 1100 v | [ Propertes ]
. . Thabus!
e From the Print Style list Tips:  HP Laserdst A100PCLE
bOX, SeleCt a print Style for :ﬂhue: . Lst Floor, Customer Support, on the rad behind Rhonds [C]Print to file
your calendar Doy Syl Brine thic .-4.’»-.19 Ciopees
e In th_e Print Range box, N Calersisr v Mmber ol pisst: |0 9
specify the start date to ik Mumbar of copies: |1 -

designate the start time
that you want printed

e Inthe Print Range box,
specify the end date to
designate the end time that

E Waslly Svie - .—I':‘E"*em
I

(G (= R

. St Mion (212712006 w
you want printed : e =
e If desired, click Preview to E"F'&wﬁhﬁe' -
display Print Preview, then = i
click Printto return to the O J [ comad | Prosow |

Print dialog box
e Click OK'to print the Calendar

Scheduling Meetings and Appointments

How to Schedule meetings and appointments
e On the Standard Toolbar, click New -> Appointment button (for a meeting, click New -> Meeting
Reguest) to display a new meeting/appointment.
In the Subject field, enter a subject of your choice.
Press Tab to move to the Location field.
In the Location field, enter a location of your choice.
From the Start Time drop-down list, select the appropriate starting time of the
meeting/appointment.
e From the £nd Time drop-down list, select the appropriate ending time of the
meeting/appointment.
o If this is an all day meeting/appointment, check the A/ day event check box.
e If this is a recurring meeting/appointment, click the Recurrence button to display the
Appointment Recurrence dialog box.
o Select your choices in the Recurrence Pattern, and Range of Recurrence sections, and
click OK.
e Click Save and Close to save the meeting/appointment.

NOTE: By default, scheduled meetings/appointments have a reminder of 15 minutes.
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How to reply to a Meeting Request
To accept or decline a meeting request:
e In the Inbox, open the meeting request message.
e If desired, on the Standard Toolbar, click Calendarto check your calendar.
e If necessary, click the Close button to close the Calendar
o To accept the meeting request
= On the Standard Toolbar, click Accept.
= In the message box, click OK'to send the response.
e You can send with or without a response
o To decline the meeting request
= On the Standard Toolbar, click Decline. A message box is displayed.
= Click OKto edit the response before sending.
= In the message area of the response form, type a response.
= C(Click oK
e Click Sendto send the meeting request.

How to propose a new meeting time
e In the Inbox, open the meeting request message.
On the Standard Toolbar, click Propose New Time to display the Propose New Time dialog box.
From the Meeting Start Time drop-down list, select a new time.
Click Propose Time.
In the message text box, enter a response.
Click Send to send the new proposed time.

How to track meeting responses
e Display the Calendar
Display the date on which the meeting is scheduled
Double-click the meetings to open it
Select the 7racking tab to see the status of the attendants’ responses.
Click the Close button to close the Meeting.

How to Edit/Update Existing Calendar Entries
To edit appointments

e Open the meeting request/appointment that you want to edit.
e Make the appropriate changes.
e Click Save and Close to save the appointment.
NOTE: The organizer should be the one who changes the time so everyone will be notified.

To cancel or delete an appointment

e Open the meeting request/appointment that you want to cancel/delete.
e On the Standard Toolbar, click Delete. A message box is displayed. The option to send a
cancellation message and delete the meeting is selected, click OK.
e The meeting box will reappear. If desired, enter a message.
e Click Sendto send the cancellation notice.
NOTE: You can also delete a meeting without sending a cancellation message.

To assign a category to an appointment

e At the bottom of the appointment, click Categories to display the Categories dialog box.
e Choose the category and click OK
Click Save and Close to save the appointment.
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How to Open Other Users’ Calendars
NOTE: The calendar owner must give you permissions to their calendar before you can view it.
e From the Menu bar, click File -> Open -> Other User’s Folder to display the Open Other User’s
Folder dialog box.
e Type last name of user and hit the Name button to choose the correct user.
Hit the OK button.
The user’s calendar will appear to the right of yours with their name displayed at the top.

NOTE: To turn off their calendar, uncheck the check box next to their name.

Contacts
Managing Contacts

How to add a contact

e On the Standard Toolbar, click itiow =] 4 By
New -> Contactto display @a new | 4i pusdmessage i
contact. # )| post in This Folder  Ctrl4-Shift45
e Enter the desired information in | paser. Clel+Shit+E
the appropriate text boxes 24| SewchFolder...  Culahdtep
e Click Save and Close. Nakgation Parv Shorta...
U} Appoirtmernt
How to edit a Contact T mestmaRegued 0 a8 4. it ses ]
To edit contacts S Gootact | 'eoms [ om | anam | oo | -
e Open the Contactthat you want | &) osbuenust) T & || - -
to edit. ol Teok - 24
e Make the appropriate changes. B o | —
o Click Save and Close to save the ‘ﬂ | ey
Contact. g fite
€ Intermet Fax e
To delete a contact ;ﬁzﬂ =y
e Right click on the Contactthat : -
you want to delete and choose —
elote. =

To assign a category to a contact

e At the bottom of the contact, click Categories to display the Categories dialog box.
e Choose the category and click OK.
e Click Save and Close to save the Contact.
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How to Sort contacts

Full Mame Home Phone Mobile Phone | Business Phone Cornpany Business Fax Journal | Categories

Click on any column header to sort by that header title. A small triangle to ~
the right of the column name indicates that the list has been sorted by that Full Name { /)
column in a particular order. ﬁsn?;ngling
. . . Full Mame | % |
Click on the column header a second time to sort that column in reverse |
order. Descending
How to find a contact
e Inthe Menu bar, go to Tools -> Find -> Find.
e Type a contact to find in the text box.
e Type the name, company name or other text on which you are going to search.
e Press Enterto display any contacts that match the word(s) you entered.
o By default, Outlook only searches for particular names:
First or last names E-mail addresses
Display as Names Company Names

Type 3 contact ko find =

How to print a list of contacts
e On the Standard Toolbar, click the Print button to display the Print dialog box.
e Select a print style.
e C(lick OKto print the contacts.

Tasks
St [ )
Managing Tasks D
=4 Pt Thes Polder  ClrieZhlfb4 S
| Foldgr... [T
How to create a task | SowhFikr..  CubeP
e On the Standard Toolbar, click e o
| ppointment hrteShit e
New and choose T7ask. o meronane amanea By
e Enter a subject in the Subject : A Corvsct Crtashitac
text bOX G OEhe Bt Mew  Jroedt Foemst  Tool  Acdione  Help . [ ey
: el S i) 0 e, | o hor Tk, | 3 e ey
e From the Due Date pop-up Tk | owtes R ——
calendar, select the date when s - [
the task is due. A e Sl it
e If necessary, from the Priority Rodde  [Norw S Seha |Hok Rarted Wl tmnetfa  Crlesndie
. . . - » P ] L i L
drop-down list, select a priority. Rebane o o e il [adi
ek Duata Fle...

e If necessary, from the Reminder ] el e ——
pop-up calendar, select a date
when you want to be reminded
of the task.

e On the Standard Toolbar, click
Save and Close.

|_;_o-'-:am . | Cabegories.... Erevate [

How to edit a task
NOTE: To Edit is to make changes or corrections to the Task.
e If necessary, display the 7asks list.
e Open the task you want to edit.
e Make the appropriate changes to the 7ask.
e Click Save and Close.
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How to update a task
NOTE: To Update is to track progress of the Task.
e If necessary, display the 7asks list.
e In the Complete column, check the check box of the task you have completed. The task is
marked as completed and is crossed off.

[0 |t G| Subject Status Due Date %o Comnplete Categories W
& Reserve Conference Room For Lunch Mot Started  Tue 03/28/2006 0% (i
] Reserve laptop and projector Mot Started  Tue 03/28/2006 0%, |

Using Notes

How to create a note .
e On the Standard Toolbar, click New and choose MNotes. Saned [ )

e Enter the contents of the note. o e [
o If necessary, assign the note to a category. 3 e
o Click the Noteicon and choose Categories to ;' fpm )

display the Categories dialog box. Ninigution Purss
o From the Available Categories list box, check 0 spearenent

the category to which you want to assign the S Mestrg Rt

B Conbst
nc_>te. &1 et
o Click OK il 1 . =
e Click the Close button to close the note. o oo _03/27/2006 4:22 PM
S| Joanal Eniry il §
- o Hee ariestiti |
How to edit a note - P———
e If necessary, display the Notes folder. hgoss Form... '

e Open the note you want to edit. Oubock Dats Ehe.-.
e Edit the contents of the note as desired.
e Close the note.

How to copy a note
e If necessary, display the Notes folder.
e Adjust the size of the Outlook window so that the desktop is visible.
e Drag the note you want to copy to the desktop.
o You can also copy or move a note to a folder.
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Out of the Office Assistant

How to Notify Others That You Will Be Out of the Office

On the Standard Toolbar, choose Tools -> Out Of
Office Assistant to display the Out of Office
Assistant dialog box.
In the Out of Office Assistant dialog box, check
the 1 Am Currently Out of the Office check box.
In the AutoReply only once to each sender with
the following text: text box, type the message
that you want people to receive.
Click Add Rule to open the Edit Rule dialog box.
In the When a message arrives that meets the
following condiitions section, specify the
conditions to be met.
In the Perform these actions section, specify what
Outlook should do with messages that meet the
conditions.

o You can check more than one check box.
Click OKto close the Edit Rule dialog box.
Click OK'to close the Out of Office Assistant
dialog box.

NOTE: When you return to the office, don't forget to turn
off the Out of Office Assistant otherwise, Outlook will
continue to automatically reply to your incoming
messages.
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OWA — Outlook Web Access

How to Access OWA 2003
To access OWA 2003, click on this link: https://webmail.state.vt.us or type the URL into your web
browser.

Enter [domain]\[username] and password, as shown in screenshot below, then hit Enter or click Log On.

icrosoft Outlook Web Access - Microsoft Internet Explorer,

File Edt ‘“iew Favorites Tools Help '?
A = a

@ Back ~ e - @ ;.j Qr_\.- Address @https:,l’,l’webmai\.state.vt.us,iexchweb,l’bin,l’auth,l’nwa\ogon.asp?ur\=https:,i,l’webmail.state.vt.us;‘exchange&reason:o V| Go

Y_’ 4 ¢'| V|Search ‘Web - ﬁ ' | @My Yahoo! = [(=JMail - QHBookmarks' fcj Photos -

Links @ Vermont.gov Home Page @ HP warranty check @ Google @ WA @ Guards @ Times Argus @ Switchboard @ ‘¥ahaa! Bricfcase @ Magic @ Quarantine Inbaosx

Eﬂ_gﬁff&kWeb Access

Provided by Microsoft Exchange Server 2003

Domain|user name: |email1,jdne

Password: |------

Client (what's this?)

(&) Premium

() Basic

Security {what's this?)
(#)Public or shared computer
() Private computer

é o Inkernet

?  @ou-..

User Name: enter your [home domain]\[network username] i.e. email\jdoe, dii-ad\jdoe, etc.
Password: enter your network password
NOTE: Username may differ depending on your network naming conventions.

If you need further assistance, contact your helpdesk or your technical support contact.
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How to view another user’s calendar in OWA
NOTE: The person whose calendar you are trying to view will have to grant you access before you
can view it.
In the address text box, after https://webmail.state.vt.us/exchange/ type jon.doe/calendar and
click Go.

B hitpsciiwe bmakl, state, vl usfesc hange Maren, canasicalendars - Microsedi Infernet Txplorer

Pl [ vew Feortes Took  Help

= <]
ﬂm > | & #a - el it (bt st vt ar bt dos s | "‘"LI“'
e vodey | 11T ) o AL el Lag Off
Apeil 2006 4 diprl 2008 *
[ S | M | Tus | wrd | T | Fa I e SMTWTFS
P I8 =¥ - ) ] al A i 2T M OE M

How to Change Your Password through OWA

Gy -

H

3
=

[ [ p S ——

e e | LN CEE g S | A T e [ LR (L T

Xt~ i

- Doy Wit Aot

o e e e v o a1 mearti

[ r—

) (oo — =
e Loginto OWA = papa——
e Click on “Options” on the i R
bottom left of the OWA screen i e
e Scroll to the bottom on the DT fe—
right-hand side of the screen PREE R L e
and click on the “Change = e
Password" button. B — 7 gl Senge Pasmwcrd
P e =
Fr— |
it LY T
T T T S o (1 S | Doy
[ e wm w s D
Internet Service |
]

& dialog box will popup
asking you to enter your
domain, username, old
password and new password

{twice). Click on " O

= FEra A (T

- Internet Service .
Yomsger
& After a few seconds, another dialogbox N
will appear informing you that your s
password has been changed. Click on o
the link in the dialog box to return to N - i
W A L
o After vouclick onthe link, another dialogbox | =eeees
will popup asking youto re-enter your e :
password. Make sure to enter your new , et = o
password in the box, and then click on “0Q£7. | o



Glossary

Address Book

An Address Book is a collection of address books or address lists that you can use to find and select e-
mail addresses and distribution lists to quickly address messages. In Exchange, the main address book is
called the Global Address List, (GAL) and has e-mail addresses for all users on the State Exchange
system.

Attachment

An Attachmentis a copy of any type of file or an Outlook item that you can add to an Outlook item and
then separate from the Outlook item.

Contact

A Contactis a person with whom you communicate on a business or personal level and whose
information is stored in the Contacts Folder.

E-mail
E-mail a method of composing, sending, and receiving messages over electronic communication systems.

Folder

A Folderis a tool that you can use to store and organize Outlook items. In the Outlook environment,
there are several main components that you can use to communicate with others. These components
are folders, listed below:
e Inbox — where you send and receive messages.
Calendar — where you schedule appointments, meetings and events.
Contacts — where you enter and track business and personal contacts.
Task List — where you create and manage tasks.
Notes — where you quickly record reminders.
Deleted Items — stores any items that you delete in Outlook
Drafts — stores copies of unfinished messages you can complete and send at a later time.
Sent Items — stores copies of messages you send to others.

Help

While you are using Outlook, you can use the following resources if you need help:
e Type a question for help box located on the Menu bar.
e Microsoft Outlook Help task pane, which you can display by choosing Help -> Microsoft Outlook
Help.

Item

An ltemis a basic element created in Outlook that holds information and is stored in a specific location.
Items in Outlook include:
e Messages
Appointments
Meetings
Contacts
Tasks
Notes
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Meeting Resources

A meeting resourceis an item with its own e-mail account on the Microsoft Exchange Server that you can
schedule for a meeting, and it will automatically accept or reject meeting invitations.

Note
A Noteis the electronic equivalent of paper sticky notes that you can leave open on the screen while you
work.

Task

A Task is an assigned piece of work that you do regularly or just once that must be completed within a
certain time frame. Tasks can also be assigned to other people.
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